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' 'Oﬂ%e Memorandum - vNITED STATES GOVERNMENT

TO Chief, Services Branch DATE: 5 April 1948
FROM : Chief, Central Records Division
SUBJECT: Monthly Progress Report for March 1948

l. Personnel

2 ty Pending Unfilled
Hg., Central Records

1 2
Special Distribution Sect. 0 0 25X9A2
Central lMail Sect. 8 4
Administrative Files Sect. 1 4
Information Distribution Sect. % %
' 1 X

*Including one EM awaiting reassignment

- 2, Volume )

e 8, The Information Distribution Section handled 13,894
regular intelligence information documents in 57,352 copies, It pro-
cessed 1,176 dottoes of CIA produced intelligence information in
42,624 copies, (Since it has been deciddd that a simple statement of
total number of dittoes does not reflect a true picture of the work
load, the number of pages of dittoes is now counted. 2,159 pages

of dltto were handled, In addition IDS processed and distributed
ten intelligence publications in 1049 copies,

b. The Administrative Files Section handled 2,057 documents,

¢c. The Special Distribution Section handled 148 documents
in 277 copies, of which 46 of 451 pages were reproduced and handled
in 1,195 pages of copy.

de . The Executive Registry processed 1,092 items, plus 243
TOP SECRET documents and prepared 23 Daily Action Summaries. Many
of the itmms had previously been processed by other sections of
Central Records.

e. No count is made of material passing through the Central
Mail Section. All material handled in IDS and AFS is first handled
in bulk in Central Mail Section. In addition, personal mail and other
materials are processed directly by the Central Mail Section.

3. General

a, The survey of files to determine the adequacy of the
draft of the Uniform File lManual and the location of Offices of
Record to contain record copies of administrative material, has
included all activities of A & M, the offices of the echelons of
CIA in FWA Building, the activities of Office of Operations, and
offices bn OCHB where necessary. Certain offices in ORE must be
visieted for concurrences in the initial draft. A rough draft of
the filing manual is attached for your information.
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J( ~.," b. Central Records has cooperated with Management Branch

in the preparation of an Administrative Instruction on the Records
Administration progranm.

¢. Noncmmrent Redords Activities:

(1) The embryonic CIA Archives has accessioned 124 cu.
ft., of records from the Reference Center. These have been placed in
a secure space in the attic of South Bullding.

(2) The transfer of records from WDC (FDB) %o the
National Archives is contihuing as reapidd¥ as possible. The total
volume transferred will be reported upon completion of the jobe

(5) The TBM card index prepared by 0SS for motion
picture films has been received on doan from the National Archives
for use by Reference Center.

FOIAb3b1 A peview was made of CTA's need for some 24 filing
: W cabinets of materials stored at the warehouse, This 25X1A6a
OlAb3b1 review led bto considerable work of checking files located both in

and at the National Archives, It will be possible to dispose
o is material after certain materials are extracted for retention

in other files.

d. The files formerly maintained by the Executive Registry
have been transferred to the Administrative Files Section where they
have been combined with the Central Files when necessary.

25X1A%9a
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Gratt

CRETEAL IFTRLLIGENCE AGERCY
FILING MANUAL
POR
ADMINISTRATIVE MATSRIAL

ADMI¥ISTRATION AND MANAGEMENT
FINARCE

PERSONNEL

SECURITY

PROP:RTY, SUPPLY AND SERVICES

LAYS AND LIBAL MATTERS

8 8 8 8 ¥ § B 8

PROCURFMNT A¥D COLLECTION OF IRPORMATION
ARD INTELLIGENCE

PROCESSING AND EVALUATICN OF ITHFORMATION
A¥D T¥THLIIGENCE

8

DISSEIRATION OF INTELLIGOMCR AMD
DISTRIBIIOR OF INPORMATION

8
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000 Oeneral

Unclaseifisble cammunications
o (A& ee;ngmndm with indefinite subjeets,
sev wbjects, ets.)

‘ States Covernmant Offices
o %:AW%‘&NI clasgificationg by namesof agencles, materisl of
a general charscter for which sobject clsssifications are not
provided eh sewhere ia this manual
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100 Aministration and Managemant

101
102

FOIAb3b1

Misslon and gemer=l prograc of CIA

Organisation

Yots - These ogganizational codes are to be used
vhansver necesgery to divide files classified under
any £41 symbcl in this manual., The name of the
organisantionsn) segment will be writtem after the
il code for subdivieions not assigned a filing
symbo

»

National Securliy Council

Director of Central Intelligence

(Including the Deputy Dirsctor and pérsonal sseistents)
Exetative Director

Interdspartaental Oedrtizating and Plarming Steff
General Gounsel

Advisory Council

Exegutive for Administration and Management

) s
S et

| PR L L W

s v Rt K - S LI S W

lg Budget and Pinance Branch

-2 Serviges Branch

T:g ~ Psrsomnel Branch

7 Reference Center

-5 Mansgenent Brench

8) ZExegutive for Inspection and Security
Security Branch

Inspegtion and Audit Branch

Oftice of Collection and Dissemination
Requiyements Braach
Colleetion Brench
Mesenination Branch

Office of HQeports and Estimates
Besic Intelligence Group
Correqt Intelligence froup
Estimmtes Group
Scien§ific Branch

10-5) ¥ap Intelligence Pranch

11} Office of Operations

11«1) TYoreign Documents Sranch

g Contagt Brangh

3 Office e! Speclial Operations

ifig Fleld Offices

| g (¥ - 1% )
sffEeLE
Nl s N L

-y
L
e Nl sy b St
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\)’&
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102 & Organigation Charts

110 Cosrdination and dooperation; conferences, meetings,
comsitteos; lialson; Joint operations

111 Betwsen CIA &nd cuteide agencles .
’ {Subdividé as necesssry by names of boards, comrmittees, ote,)

112 Betwecn Offices of 018 (that ir between major orzanizationsl

segments)
113 Within CIA orpnimtional onits; wbeff meetings
- 120 Mensgement planning and eontrol
121 Procedural studies and an-lysis
122 Form deeign and au}ml

130 Public Relations

140 Reports of Activity or Progress; Stntistical reporte

‘‘‘‘‘
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223 A
24
225

2%0

2o
2u

FINANCE

Pinonce
Bu dgets and approprintions; estizates, allotments
Vouchared Purde; Accounts

Agoounting systems =snd procedures
(File cagtml‘!er f:eners) Decisionr under this code)

Receipt of funds; reauisitione for; transfers of funds
to CIA from other erencles

Digbursements of funde; ercenditures; transfers to other
agengiss from ClA

Claime sgainst CIA; settlemente
Bank sceounts; checka, drafts, deposits
Property sccounting ani cost syetems; property accountability
Time and payroll accounting

Specisl Funde; unvouthered funds
{This classification may be subdivided in the same
manner -s the 220 classification)

Audits

Pronerty accounts
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PERSORNEL

X0  Persomel

3]

302

310
ni
12
n3

3L

34 A

35

320
321
322

3224
372 B
323

330
3N

Teroonnel Reeords ) 7
(File by nemes of individual explovese all recorde
nertalning to ths service of the employees)

Oivil Service Comainsion instroetions and informstionsl releases

Empleoyment
Applications (Pile records by names of spplicants)
Recruiting; use of military personnel (methods, rules, etc)

Appointment, procedure and requests; placements, sssignment
{interviews, examinatlons, duty involbing travel)

Statue; transfers, detalls, promotions, terminatlons:
overseas service

Daty efficers {Do not confuse with Security duty
whieh is filed under thell50 series)

Requiremsnts for personnel; authorizatiore, allotaentc
ceilings; positiong control; tables of organization

Clmesification snd covpansation
JoB descriptions

Pay and allowances; sealary ond wsge rates; travel and
subsistence allowances

Deducticons, ansiznments and allotzments
“ithin-grade salaryslvancemant
- ificlency ratings

Employee regulations and provileges

Adbeencs: leave
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b3 0 Absencg for public duty {voting, Jury, witness duty)
331 € Absencs for military duty; Sational GCuard, reserve duty
332 Hours of work; worlk schedules; overtinme; holidays

33 Military persornel; rezulations

334 Retirement; pencienes

3% Credit relations; indebtedness;

336 Oatzide employment and compenexiion

35 Selicitation; charity campelgns; zifts to supervisors

3384 Oenduct and discipline

U0 Feployse Services

141 Physical sxaminations; wedical ears
32 am hospitalizstion

33 Imch facilities

34 Credit Union

35 Welfare fund

346 3@%

0 anxd- decoratione snd ¢ihtions

HL m.stioas syetem
;/‘/ .
360 Treluing

®’ Internship program

g
w
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EORITY
400 Secarity

10 CIA Sscurity Regulations and othar security mtmtimﬁi
b1 Disaster Plan |

k20 Security of Records

421 Registered documents; responsibility for, inventory of
2} Hanadling, transmiesion, storare, destruction
L23 Classification; upgrading, downgrading

430 Seeurity of Personnel

W5 Clearances of applicants and employees; security imﬁé%mmima
L32 Seeurity indoctrinstion | "
L3z TAdentification; hedges, passes
L3l Seeurity personnsl; Office md Brench Security Of fmerss;
Alternat and Assistont T0P SECRET Control Officérs ‘
L35 Cuteide contacts of Cli personnel; m’baﬂhig; G
{n assoclations, etc,
SR
435 A Clearance of speeches, articles written for publication, ' .
theses, etc, A
L7 B Contacte with courtsond police 1 ‘-“ \
Y3 ¢ Forelgn travel of BIA persomel L

Lo Security viclations; secufity checks

450 Jegurity of intelligence cantacﬁ: ¢lesrances
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SUFPLY, SURVICES AKD SPACE
500 S:pply, Services and Space

R0 Sapplies and Fedlpment

510 A Selection; speeific:tions, starderde

511 ? rocurement; pureéhsse procedure sad purchase documents
511 A -~ Bids, quotation=

511 B Requisitions

511 C Furchase Orders

511 D Contracts (eudivide by type as nocesesry)

511 & Parchases from epecial funda; wavouchered purchases
512 Shipmente; deliveries and receipts

B12 & Schedules; delays, expediting

512 B Irregulatitics; over, short, defective

/12 ¢ : Packeginz and -erki-g

513 Storage, distrivution ano nse; servici: poand repalr
513 A Ordering 2ni iessuing of materiale; stock records
51 B Inventorying

513 ¢ Moving of equipment and supplies; property DR Bses
513 D Repair and servicing éf furniture and office smioment
51k Dlspossl and Sulvage; sule, tronefer, loan

515 Classes and itews of supply and equipment (Material

regarding ew ipment and swiply items way be filed slphabeticell

onder this code, I nases of purtleular items, mzf : ol

mtku mlynbo. 5%; bv:r:ll ¥ rfsl mmmed if 1t ie desired to eubdivide
gone ssge of suoplies and eq :

rauther than by particular iteme) Ltes scuipment
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520 Pudldings and grounds; offioe and other g

5

523
52k
g2l A
524 B
525

526

5%
53
53 A
533
SR ¢
532
533
534
534 A
534 B
534 &
534 D
5%

gpace
Tile material by Wildings or other space descriptiém,
Documents whieh say not be filsd by bulldings smay be
ooded according the the following subjects,
Asguisition and dieposal of space; comstruction of facilities
Space control; assiznmmmt, layout, moving

Protsction of areae; goard service, fire protection,
orotective devices 2nd equipment

Haintenamce; custodial service: lsundry serdice; utilitiee
Bills for services; certificatiog of bills
Keye snd locks

Alr ¢onditioning, ventilating, heatinz and lighting
systexs and sguipgent

Plukding

Transportation Jervice and equipment

Travel; trevel regulations; ressrvations
Overseas travel
Tesvel doounents; orders, ticlets, wouchers
Itineraries
spcidents; investizations
Transportation equipment; sseigneent; use of vehicles
Servicing and repair of vehicles
Toel and lubrieants; o3l ~ s
Tires and tubes
Parts and accegsories
Credit carde ‘*
P arking areas; assignment of space
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540 Commmnication Services apd equipment

5L
542

543
sLk

545
546

550
551
552
553

554
559
556

570

580
58

582

Fote - Pile under the proper code 21l material desling with
that type of commmnication

Telegraph =and cable

Teletype

Inter~communication, signsl and alarm systems
Wireless; radio

Cryptographic or other secure comsunication systems
and equipment

produe printinz, photographic and graphic arte services
e aquipasat '

equipmen

Camaras { t carzerssmd relxted equipment used for
for mierofilming and photegraphic reproduction purpoces)

Morofilmi nipment, comerze and supplies; projectors
and 'tiﬁd.nZ‘ &:Eic’s

Photographic reppéduction equipment and supplles; photostat,
blusprinting, ete,

P rinting, mimeographing and hectographing equipment
flectrenic reproducing equipment

Ssenogrephic and cleriesl services; stemogrsphic pool

Mail and delivery service; intsrnal s nd extsrnal

(Including postal regulations, franking privilege, portoge,
as well ?an matters of domestic and foreige mail and courler
services

Recordsisystems, services

Piling eystess and service
Control of records; recordlfg, receipts; loans
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500 tibrarics and librery services; control of library meterials
501 Spocapsnent and dlstribution of docke and pericdicals
5g2 Clipoing service

Lag AMD LEGAL MATTERS

600 laws snd legal Mstters
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